APPLICATION FOR RECORDS RETENTION SCHEDULE D O T A A e ORY

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing mis;form; Forward sgﬁed original to
Department of Archives and History, Records Managernent Dmnon 3:!) Capito! Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section,

FOR AGENCY USE 1. wm ' ) : FOR RECORDS MANAGEMENT USE
e ; — "
Application Dete Department of Education - : Application N
Office of Instructional Services 8 ?. - 3 8 |- Q
Application Number Division of Special Programs Date Raceived Doy PPraice? 1082
Atlanta, GA 30334 SEP 221982 | qgT ?5 1982
2. Person to Contact B Working Title _ Teiecphone Number
Dr., Ellouise . Collins - ' Director 656-2678

3. Action Requested
a. [ Establish Retention Schedule; record will continue to accumulate.
b.. O Dispose of present accumulation; no further sccumulation anticipated.

c._® Amend Application No. ___82-381 __ Check One: ® Change; [J Supercede; D Void
4, Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest .
_l SPECIAL PROGRAMS UNIT FILES .
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
No Change

7. Record Series Description This file contains the followmg docurnents (include form numbers and titles, if any):

‘ Attach samples of the file,
Documents relating to:
Included are:
No Change

File is arranged:
8. Monthly Reference Rate How often are records referred to which are:

Onetosixmonthsold ___._______; Seventotwelvemonthsold __—____; Thmnmmnty-fom monthsold . ___;

twenty-five months and older ' ? - o -
9. Annual Rate of Accumulation of Records -

;Shetves _________; Other (spacify)

Lettersizedrawers . ; Legal-size drawers

AR—S0-71; Rev.78 o 'é,- ~ A * oo 7 T {Ower)



YES | NO | 10. Questionnaite  (Place an “’X” in the proper column)
a. Is this the officia! copy of the series?
I not, where is it?
b. Does the series contain confidential information requiring security handling? If yes, m law or regulation.
c_Is this a vital record? - ‘
d. Does this series have historical or long term research value?
&. Whan one or two documents in the file mkenmrymkupthemtnf‘[efoulompermd eauldthese
wmwmmlv? A
. 8- s the mfofmatlon ocontained in ths series ever analvud and!ar roeorded ins wmmanud report?
o B i ves, sttach copy,
‘ h, “Is there s duplication of this series in your office, ormanoﬂmpffmalgenw?
i ves where?
i _1s this series for 8 major portion of it) regularty microfilmed?
i i. Does the record series resuft in 8 computer printout? :
‘I 11. Retention Reguirements The following requires the series to be kept:
. State Law years. d. Audit period _years.
b. Statute of limitation years. e. Administrative need t years.
c. Federal law years. - f. Federal retention instructions years.

Attach copy or excert of laws or regulations. Explain administrative need,

12,

Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:

D Catendar Year; B Fiscal Year; 01 Other then,

I Holdinthe currentfilesarea ____ _month{st 1 _ year(s); then
0 Transfer to local holding area; hold ____________year(s); then :

0O Transfer to State Records Center; hold ____year(s); then

E Destroy.

O Transfer to State Archives for permanent retention.

O Other {Specify)

These instructions apply to all prior and future accumulations of the sries.

| Agency Head/Designee (Signature)

Records Management Officer  {Sigraature) Date

{If disspproved, sttach letter

of cxplamu‘m.} @m of State/Designes W U/LLW"\ - 10/ (‘(/ fi—

Attorney General/Designee . Yo o -
AR—50-71; Pav. 76 R

Date
dﬁ%m&% ?TZ?///J;? ZJQMW% @-awqmm 9-al-g2

State Records Committes r_gimml  Date

e

Recommendations in pars- (
graph 12 are approved. State Auditor/Designes W - f0_Jf-§>

Y




APPLICATION FOR RECORDS RETENTION SCHEDULE og:a%m;f&wm; ﬁrg&‘,
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form.. Forward signed original to
Department of Archives and Mistory, Records Management Division, 330 Cepitol Avenue, Atlanta, Georgia, 30334,
Artention: Scheduling Section.

FOR AGENCY USE 1. Agency Address : FOR RECORDS IANAGEMENTUSE
Application Date Department of Education ; Application Number
' Office of Instructional Services R72-38 |
Appication Nomber Division of Special Programs Duie Roceived Date Completed
2. Pnrmb(.‘onh;t T P Hml’iﬂg T Telephone Number

Dr. Ellouise C. Coll:i.né Director 656-2678

3. Action Requested
a. Establish Retention Schedule; record wil! continue to accumufate,
b. 0[O Dispose of present accumulation; no further accumulation snticipatad.

f c DO AmendApplicationNo. . Check One: D) Change; [0 Supercede; D Void
4. Dates of Seriss 5. Records Series Title {followed by title used in office; if different)
Earliest Latest .
‘ | To Date Special Programs Unit Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

o

The Division of Special Programs provides leadership to Title I, migrant,
bilingual, special education and compepsatory education programs in the publi schools,
institutions and other delivery systems as specified in the Adequate Program of Education
for Georgia Act (APEG). Assures that through a continuum of services all handicapped and
gifted children are provided adequate educ tional experiences. Implements procedures for
expenditure of state and federal compensatory and migrant funds for services to eligible
children in accordance with state and federal laws and regulations.

7. Record Series Description This file contains the following documents finclude form numbers and titles, if any):
Attach samples of the file.

Documents relating to: administering the Division of Special Programs.

Included are: copies of correspondence and documents related to carrying out the division
functions to/from other units and offices within the department.

File is aranged: chronologically by fiswal year.

8. Monthly Reference Rate How often sre records referred to which are:
Onetosixmonthsold _——__.; Seventotwelve monthsold ___________; Thirtasn to twenty-four months old _
twenty-five monthsand older ________? '

8. Annual Rate of Accumulation of Records
Lettersizecrawers _____ . __;legalsizedrawers __________;Sheives _________ ; Other (ppecify)

AR—50-7%; RMev. 78 i _Over)

ek
1

v



YES | NO | 10. Gusstionnaire  (Place an X" in the proper column}
a. is this the officia! copy of the series?
X M not, where is it?
X b. Does the series contain confidentisl information requiring security handling?  If yes, elte Iaw or regulation.
X c. 1Is this a vital record? .
X | d. Does this series have historical or fong term research value?
¢. When one or two documents in the file mkenmytokeepﬂ:emmefahfunbmperwd could these
NA :
g Isthe mformat:on contamd in thns series ever anﬂyud and/or rooordad ina summarized report?
X if ves, attach copy,
h. Is there a duplication of this series in your office, or in another ofﬁce or agencv?
X Hyves. where?  Partial duplicatiop ip each program uynit of the division.
X | i lsthis series {or 8 major portion of it) regularly microfilmed? .
X _1__i._Does the record series result in a computer printout?
11. Retention Requirements The following requires the series to he kapt
2. State Law years, d. Audit period : years.
b. Statute of limitation years. e. Administrative need years,

c. Federal law years. §. Federal retention instructions years.

Attach copy o excert of laws o regulations. Explain administrative need.

-~

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:

- 0 Calendar Year; K Fisca! Year; O Other ~then,

2 Hold in the current files area__.___,._month(s) —_ year(s) ~then
O Transfer to local holding area; hold ______ year(s); then
D Transfer to State Records Center;hold _________ year(s); then

Destroy.
O Transfer to State Archives for permanent retention.
[0 Other {Specify)

These instructions apply 1o ali prior and future sccumulations of the series.

| Attorney Genersl/Designee W
AR—50-71; WNev, 76 TR

| Agency Head/Designee {Signature) e - Date___ .} Records Managémam Officer {Signature] Detz
’ Latp 7/5/52 | Wabbns £ /5%,,,%1”..” g /482

o / O -\ Stats Records Commitses {S(:gnatuml Date
:::";?:::;:‘;:dm State Auditor/Designee | W T 1L+
ot oot KK etary of Sute/Designoe | Zsuwrnre Lilipdn— | /e




